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Job Title: Program Analyst 

Grade: 13 Salary: $ 92,093 - $118,670 
 

Requirements: 

Qualifications: 

Job Description: This position is located in the Labor Standards Bureau of the Department of Employment Services. 
Incumbent of this position is required to perform duties related to the following: 
 

 Provides critical analyses and evaluations of actual or potential effectiveness of current and/or projected 

program activities.  Provides technical assistance in the design, development and implementation of 

improved program designs/operations.  Reviews and analyzes planning and operations activities of major 

program areas administered by the department. 

 
 Conducts management surveys, audits, projects, etc., and provides advisory services to operating or 

management officials. Based upon the assessments made, identifies actual or potential problem areas, 

trends, and/or areas of significant concerns.  Develops, recommends and implements policies for 

corrective actions, necessary to remedy deficiencies in program areas. 
 

 Plans, develops and implements a system for obtaining and providing data required by the department, 

offices and its units for long-range planning and projections and that which is needed for evaluation of 

day-to-day operations. 

 
 Develops life cycle cost analyses of projects or performs cost benefit or economic evaluations of current 

or projected programs. Forecasts and estimates program requirements and prepare programmatic 
reports, justifications, charts, graphs, statistical and narrative data, etc. 

 
 Participates in the conceptualization, design, refinement, and implementation of program planning, 

development, review, and evaluation systems. Defines new program needs, considering such factors as 
the impact on social, economic and other condition. 
 

 Recommends the establishment of new and/or revised policies, procedures and other documentation, as the 
need arises, to more effectively meet the goals and objectives. Makes recommendations to get the program 
and operation in compliance. Reviews legislation and ensure those program (s) are in compliance with the 
federal regulations. 
 

 Participates in the development of the comprehensive agency plan, and in coordination of office operational 
planning and grant applications within the agency. Provides technical assistance and review for office level 
program plans.  Prepares program development projects including proposal writing.  Provides coordination and 
technical assistance on program development projects 
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Job Title: Wage & Hour Compliance Specialist 

Grade: 9 Salary: $53,620 - $69,037 
 

Requirements: Bachelor’s degree from accredited University or 2-3 years of relevant work experience 

Qualifications: Experience conducting investigations and audits for compliance with State laws and 
regulations 
Job Description:  
Collective Bargaining Unit (Union): This position is in the collective bargaining unit. 
 
This position is located in the Labor Standards Bureau, Office of Wage-Hour. The Office of Wage-Hour has the 
responsibility of answering public inquiries about minimum wage and wage payment laws, responding to employee 
complaints by phone, mail and in person; computing and collecting back wages under the Minimum Wage Act Revision 
Act and D.C. Wage Payment and Wage Collection Law; performing compliance audits and investigations of private 
sector employers in the District of Columbia; and mediating employer/employee disputes relative to wages, and hours 
worked, overtime, compensation, commissions and vacations. This Compliance Specialist is required to perform duties 
related to the following: 
 
Investigative 

 Investigates alleged pay violations. Analyzes and evaluates factual information in conjunction with varying 
data and prepares report of findings to supervisor or senior specialist.   

 Conducts in-house audits on cases with limited complexity. Participates in field audits. Interviews persons to 
gather specific facts; and develops portion of written or oral reports. 

 Audits time and payroll records of employers in the District of Columbia to determine compliance with the 
District's wage laws and negotiates final settlement of case of limited complexity.   

 Compliance 

 Computes back wages for any employee paid in violation of the provisions of the wage laws. Explains laws 

and instructs employer in method of payment of back wages. Completes report on findings and submits to 

supervisor 

 Advises the supervisor of interest in, or probable responsiveness to trainings/presentations regarding 

Wage-Hour laws. May conduct or participate in such presentations. 

 Participates in administrative hearings, hearings referred to the D.C. Office of the Attorney General, and in 

cases referred to D.C. Superior Court. 

 

 
 
 
 
 
 
 
 

 

 


